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RECCME A PLOCEIURIS

%. Hequiraments Franch

1. Guide-Type feculremertis

The Chief, with the rssistance of the three program officers
{who will perform thelr msjor progras wors concurrently such as the
woscow Trevel Folder, SOVMAT, ete.) will review existlisg guides,
draft new overell puides to cover ORR npeeds and coordinate with “FH
branches and divisions, other CT: components, and with the LIC fub-
Cormittee on Fequirements sm! Facilities for Collation throuph thre
Chief, £ t/C. This group will meke pericdic studies of returns tesed
on these requirements. The Phief, squlrements Tranch, will maintain
continuing lizison with coll:ctors, Yotk CTA snd externsl for pur-
poses of revision and improverent of requirements.

?. Specific Raquirements

a., Hequests for Reqiiremerts

Requests lor specific requirements will be received Yy
_the Branch Secrectary insediately after logging Yy Control Branch.
She will prepsrc (1) a ¢sse folder with a colored tab according
to source of request (0¢-yellow, SOVHAT-blue, etc. ), and enter
on the tab the DRR comtrol number, and place the request in the
folder; (2) & 5 x 8 caré colored %o correspend to the tab, which
will be known &s a "category® card. She will leave bleank the
tab on the csrd which will be filled in by the Hequirements
anslyst (rutber, steel, etc.). She will enter the ORR control
nugber, case nusber (if any), cate of request, date recelved,
Reguirements snalyst to handle, end the descline date. (This
card will eliminste the necessity for a "Memorandum for the
Record" and will ensble the Rranch at any time to make studies
as to totel requirements issued on any glven category, totsl
requirenents issued te sny one collector, and will serve ae a
cross reference to the case file;. The Decretary will hand the
case folder with esrd attached to the cognizant Requirements
enalyst.

“Phe Requirements snalyst will draft & requirement (all
Requirements analysts ghould bae trained to draft en initis! re-
quirement for submipsion to OFR analysts) and carry out the
present gystem of obtaining requirements from appropriate
vrenches. lie will kesp 2 complets record of all actions (in-
cluding "No Hequirements™) on the Category card and place the
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case folder with card atisched in a chronologicel suspense file
until the completcd requirement is issued to the collector.

The Secretary will pull each dagy all case folders in
puspense for that day and eall the ORk components indlicated on
the card as having requirements due.

The Seoretaxry will take the completed cese, check for
complete entries on the card, fils the case folder hy ORK contrel
nusber, and the ecard Yy category.

b. HReplies to fequirements

Replies to specific requirements will be received hy” the
Branch Secretary who will associate the case folder and category
card with the reply end pive %o the cognigent Hequirements
anslyst.

The anslyst will read the reply, enter on the card its
receipt, sn evaluation of its fulfillment of the requirement,
and the routing he assi withip ORR. He will send the reply
%o Control Bramch for dlesseminstion as indicated by him, and
return the case folder end card to the Secretexy for filing.

3. Spontanecus Fequirepents

Case folders and cstegory cards will be maintained in tae
same menmer ss outlinad im §. above snd replies will be processed
in the ssme manner,

L. Esquests for Evalpstions; and Priority Materisl.

The Assistent Chief will receive this material lmmediately
sfter logging by the Control Sreneh, will scsn it to determine tLhe
Requirements analyst to hemile, and pass it on immedistely to appro-
priste snalysts, who will rved end route on priority btasis, sné re-
turr to Control Brench for log entry of routing, sad cissemination.
The snalysts will not be ruquired to keep sny records or due detes
on evaluations ss this will te shown on the card record in the
Control Ersnch and follow-up cells will he mede by the sppropriate
clerk ir the Control BEranch.

S. Incoming Documente for Routine Routing.

These doouments will rest in Control Branch files until
Requirements analysts are rsady to read and route then. Analystis
will go to Control Branch snd request a supply of documents frem
the file clerks., The file clerks will pull the oldest cases clhron-
ologleally from the files and the analyst will scan them brief’y to
select those documente whig¢h appeer to be within his area. He will
follow the present precedure for reading snd routing, snd retwm
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